Monday

3:00 - 3:20
3:20 - 3:40
3:40 — 4:30

(15 minutes)

4:30 — 5:00
Tuesday

8:00 — 8:30
8:15—8:30
8:30 —9:00

(15 minutes)

(15 minutes)

9:00 —9:50

(20 minutes)

(30minutes)

9:50 - 10:05

10:05 - 12:00

(60 minutes)

(30 minutes)

(20 minutes)

Bureau of Land Management Washington Office
Administrative Professionals 2003 Workshop
Shepherdstown, West Virginia

DRAFT
Open meeting Colin Voigt
Introductions Colin Voigt
Keynote Speaker
Q&A’s
List Expectations Colin Voigt
Open Session Colin Voigt

The National Executive Administrative Team (NEAT)

Panel: National standards for desk reference guides

Why do we need desk reference guides?

Examples of BLM desk reference guides

Develop a draft WO desk reference guide

List Minimum Standards

Prepare draft WO desk reference guide outline for submission to NEAT
Break

Acquisition procedures (part 1)

Charge Card Procedures Cassie Seay
Q&A’s

Avoiding unauthorized commitments Joe Federline/Kathy Craig
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12:00 — 1:00
1:00 —3:00
(30 minutes)

(15 minutes)

(30 minutes)

(15 minutes)

(30 minutes)
3:00 - 3:15
3:15-4:15
(20 minutes)

(20 minutes)

(20 minutes)
4:15-5:00
6:30 — 8:00
Wednesday
8:00 - 8:30
8:15-10:15
(30 minutes)

(30 minutes)

(60 minutes)
10:15-10:30
10:30-11:10

(20 minutes)

Lunch

Acquisition procedures (part 2)

Q&A’s

Acquiring private sector temporary services Joe Federline/Kathy Craig
Q&A’s

Policy on conferences and meetings Joe Federline/Kathy Craig
Q&A’s

Break

Panel: Correspondence Preparation Supplemental Handbook

Report of proposed changes and updates

Discuss recommendations

Develop feedback for NEAT Colin Voigt
Daily Review and Discuss Expectations Colin Voigt
Group Dinner

Open session & review progress Colin Voigt
Telephone communication, getting to green Colin Voigt

The way the phone system works now

The way we want the phone system to work

Getting from where we are to where we want to be

Break

Implications of E-Gov on the role of administrative professionals

Panel discussion
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(20 minutes)

11:10 - 11:45
12:00 — 1:00
1:00 — 5:00
Thursday
8:00 - 11:30
11:30-12:00
12:00 — 1:00
1:00 —1:30

(10 minutes)

(10 minutes)

1:30 - 1:40

Q&A’s

Resource spotlight: Soil, a BLM resource
Lunch

Experiential Learning

Experiential Learning
Check out of lodge
Lunch

Share the wealth

Colin Voigt

Colin Voigt

Colin Voigt

Colin Voigt

Identify meeting information and materials to share with WO groups you

support

Discuss effective methods to institionalize meeting information and

materials

Review and meeting close

Colin Voigt
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